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May Packets 

• IEFs – Revised – use FY 2016 form 

• Letters to Households 

• Income Guidelines – effective July 1 

• Enrollment Form 

• Claim Worksheets 

• Site Review Forms 

• Permanent Agreements (Additional 
Signature Page Maybe Required.) 
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FY 2016 Applications 
• Must enter and submit application and all 

supporting documents by June 15, 2015. 

• Remember to mail pages with original 
signatures only if changed. 

 

 

• New responsible individuals must submit new 
Computer Access Application form.  

• DO NOT use someone else’s password. 

 

 

 

Smith 
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Responsible Individuals 

New responsible 
individual or principal = 
must apply for a new User 
ID and password 
 

New person with signing 
authority must attend full 
day CACFP training within 
4 months. 
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Renewal Application 

• NDE cannot make changes to your application 

• Change of address requires further follow-up 
be sure to contact NDE 

• Errors on application will be returned to 
center by e-mail 

– Ensure email in Sponsor Application is current 

• Responsible Individuals 1 & 2 
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Keep email 
address current 
 
Password 
change  
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Renewal Application 

• SAM/DUNS registration is good for one year. 

• DUNS number does not change year-to-year 

• MUST re-register every year @ SAM.gov 

• DUNS re-registration date must be submitted 
in the online application 

• Centers receive reminder e-mail 

• Registration is FREE 
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07/01/2015 

123456789 

DUNS 
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• Recommend 
50% of CACFP 
income be 
budgeted for 
food expenses 

 

• NDE CANNOT 
make changes; 
only approve 
or deny 

Budget Detail 
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Financial Statements 
• Acceptable statements: 

– NDE’s Summary of Income 
and Expenditures form 
(preferred)  

– Accounting software 

– Year-end tax statement 

– Audit report 

– Bank statement 

Balance sheets NOT 
acceptable 

 

 

 

Handout 
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• Not necessary to have 
an expense for every 
category 

 

• MUST show financial 
viability 
 

 

 

 

Financial Statements 
Handout 
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Income & Expenses – most 
recent two months (or more) 
of entire business 

• Income – private pay, title XX, 
grants, donations 

• All expenses, including: 

– Rent, utilities 

– Salaries (all) 

– Food costs 

– General day care expenses 

 

 

Financial Statements 
Handout 
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Financial Viability:  
Questions to answer 

• Using savings to cover a deficit? 

• Why the loss of income? 

• How do you plan to cover losses if they continue? 

 

• Additional profit/loss statements, bank 
statements, etc. may be required 

• Monitored by NDE, State Auditors and USDA 
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Staff Profile 
• Staff Profile must be current.  

• Anyone who does work related to CACFP needs to be listed in 
the staff profile. 

• Must have employees in staff profile to count time 
certification toward meeting non-profit. 

• If someone quits, enter their termination date. 

• New hire? Enter the information for the new employee. 

 

Sam Smith 

Jason Smith March 2, 2014 
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Time Certification 

Time certification must 
be completed daily by 
employees if any 
portion of their wages 
come from CACFP. * 

 
* If necessary to document a nonprofit 
food service operation 

Handout 
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Hours Worked on CACFP  
Total Day 

Care Hours 
Worked 

Food Service Record 
Keeping 

3 0 7.5 

5 1 7.5 

Time Certification 

Document number of hours, not 
time of day. 
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Time Certification 

Bottom portion must be completed and signed by the supervisor. 

Employee AND employer must sign. 

 
Jane Doe Jane Doe 3/31/15 

Jane’s Boss 3/31/15 

44 7.50 330 
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Site Application 
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FY 2016 Applications 

Do not change the site type 

 

 

 

 

 

All meals will need to be claimed separately according 
to the type of program(s) you offer.   
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• 2 original signature 
pages on file with 
NDE – must be 
checked in checklist 
summary 

• Copy of License 

• Financial Statement 

• Copy of Child Care 
Subsidy (Title XX  

            Agreement) 

000000     Status: Active 

ABC Child Care 

1234 Main Street 

Your Town, NE  

000000     Status: Active 

ABC Child Care 

1234 Main Street 

Your Town, NE  

000000     Status: Active 

ABC Child Care 

1234 Main Street 

Your Town, NE  
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000000     Status: Active 

ABC Child Care 

1234 Main Street 

Your Town, NE  

Submit for Approval 
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Non-profit Food Service 

• Must keep ALL receipts for groceries, food service 
costs, vendor bills. Remember to check that you are 
being billed correctly! 
 

• Must keep valid time certification – must complete 
bottom portion showing the cost allocated to CACFP. 
 

• Must document how ALL CACFP funds were spent. 
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Reimbursement 

You’re receiving money that you SHOULD have 
already spent on CACFP program costs. 

 

Q: What did NDE just reimburse you for? 

A: Receipts and time certifications are for the 
claiming month; not for expenditure of the 
following month. 
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Non-profit Food Service 

• CACFP funds are not to be used to fund your 
payroll expenses.  
 

• Recommend a minimum of 50% of your 
reimbursement is spent on food, groceries, or 
food service vendors. 
 

• Your business should be paying for general 
administration, taxes, janitorial services, etc. 
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3/2015 1 1 

2231 3/1 Big Top Mart 

Big Top Mart 

Big Al’s Print 

Big Al’s Cater 

Sally O’Malley 

Frances Francis 

Jane Doe Crane 

3/11 

3/28 

3/31 

3/31 

3/31 

3/31 

2254 

Visa 

2298 

156.09 

594.00 

77.81 

47.42 

850.00 

405.00 

373.28 

18.06 

203.51 

77.81 

18.06 

594.00 

850.00 

405.00 

373.28 

750.09 77.81 47.42 1255.00 373.28 18.06 2,521.66 

47.42 

2,474.24 

1,400.23 

59% 
$750.09 + $77.81 = $827.90 

$827.90 ÷ $1400.23 = 59%  

Handout 
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Food Purchases 

• MUST get three bids from more than one 
vendor/grocer  

• Includes small purchases from local grocers 
– E.g. Bakers, Walmart, Sam’s, Hiland Dairy, Sysco etc. 

• Documentation includes: 
– Date 

– Who was contacted 

– Amount quoted – street price in local ads 

This is for ALL programs, BIG and small 
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Handout 
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• Failure to pay vendor or your commodity bill 

 

• Failure to document a nonprofit food service 

Financial Viability:  
Serious Deficiencies 
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DOOR 
PRIZE 
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May Packets/Application Renewals 
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Crediting Foods/Infant Reminders 
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Claiming Meals 

• Meals may be claimed only for enrolled 
participants. 

• Over claims are assessed for meals claimed 
with no enrollment form on file. 

• Meals may be claimed only for those served 
at approved sites and ON SITE. 
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Child care centers must 
have new or updated 
enrollment forms signed 
and dated by the 
parent/guardian on file 
every 12 months.  

Handout 

CACFP Enrollment Forms 
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CACFP Enrollment Forms 

Complete formula offering 

before making copies 
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CACFP Enrollment Forms 
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CACFP Enrollment Forms 
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Every year! 

CACFP Enrollment Forms 
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• Don’t assume the parent has completed the 
enrollment form 

• Provider’s responsibility to ensure all info is 
collected: 

– Name 

– Date of birth 

– Date enrolled 

– Signature of parent/guardian 

– Days and times in care (child care only) 

– Usual meals served in care (child care only) 

CACFP Enrollment Forms 
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• Recommend updating enrollments during 
June-July  

• Don’t forget families on vacation 

• Must update child enrollment forms annually 
for all children 

• Good for one year 
Example: July 1, 2015 – July 31, 2016 

CACFP Enrollment Forms 
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Is this complete? 
 
What’s missing? 
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Page 1 
One child per 
line. 
 
Use provided 
addendum from 
May packets. 
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• IEFs REQUIRED to be 
new EVERY year 

• No updating 

• It’s like filing taxes – 
incomes change 

 

DO NOT update! 

 

Income Eligibility Forms 
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• NEVER OKAY to forge a parent’s/guardian’s 
signature or household income 

 

• Do not assume household categorical benefits 
apply based on Child Care Subsidy                 
(Title XX ) 

 

 

 

Income Eligibility Forms 
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• NDE recommends obtaining 
new IEFs in June or July to 
be effective July 1 instead 
of waiting until the month 
they expire 

• SIGN, DETERMINE and DATE 
every IEF within 10 days of 
receipt 

• IEF is incomplete without 
signatures and 
determination 

Income Eligibility Forms 
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Rodriguez , Daniel (D.J.) 

00112233 

Parents/guardians need to indicate which 
benefit they receive. 

Make no assumptions! 

Income Eligibility Forms: 
Parts 1 and 2 

Name and Case Number 
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IEF: Case Numbers 

• Circle the qualifying benefit: SNAP, TANF, 
FDPIR 

• Social Security Numbers NOT valid so don’t 
accept them 

– Social Security Numbers are associated only with 
adult centers’ Medicaid recipients 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 

• Full names of participants 

• Do not pre-sign or pre-date IEFs 

• Child Care Subsidy (Title XX) authorization 
does not equal Free status. 

• Do not make assumptions or alter 
information provided; NO WHITE OUT 

– Strike out and initial errors 

Income Eligibility Forms 
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• Foster children do not need their own IEF – Part 3 

• MUST list personal use income (or $0 if none) 

• Part 2 if appropriate 

Foster Children 

Rodriguez , Daniel (D.J.) 

00112233 

Garber, Cyrus  $0 

4/6/09 
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IEF: Foster Children 

• Households may include foster children on IEF 
to increase household size. 
 

• Other children in household classified based 
on total household size, including foster 
children, and all household income received. 
 

• Money received for caring for foster child(ren) 
is not counted as income. 
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• Zero Income forms are good for one year 

 

• An IEF without income documented is 
incomplete and qualifies for PAID meals 

Income Eligibility Forms: 
Parts 4 & 5 

Household members, income & signature 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 

Income Eligibility Forms: 
Parts 4 & 5 

Household members, income & signature 

Optional if on 

Jane Doe 
Jethro Doe 

0 
X 

Incomplete Jane Doe 
Jethro Doe 
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Income Eligibility Forms 

• Need a NEW IEF every 12 months 

– expire on a calendar year basis 

• Effective through the end of the month of 
determination 

• Example: 

– IEF effective April 1, 2015 

– Expires April 30, 2016 

Must get new IEF each year! 
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Income Eligibility Forms 

• Effective date can be backdated to the previous 
month if parent signature is within previous month  

AND  

• Program must inform NDE how effective dates will be 
determined with written statement of procedures 

• Must be consistent; use same method with all 
participants 

 *see USDA memo dated Oct. 31, 2014  
(handout) 
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Do not 
update 
forms 
 

Parent 
signed June 
2015; baby 
added 
October 
2015. 
A: NO 
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Are these foster 
children? 
 
Does Samantha have 
income? 
 
Household size? 
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Meal Counts 

• Enter Full Name – Last Name, First Name 

• Record date – month, day, year  

• Meal counts done ONLY at the time of the 
meal service while children at the table 

• Maximum 3 meals/child each day 

– 2 main meals + 1 snack 

– 1 main meal + 2 snacks 

•  4th meals must NOT BE CLAIMED 
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Nebraska Department of 

Education, Nutrition 

Services CACFP Annual 

Training, Spring 2015 

Handout 
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WIC Information 

• CACFP child care centers are required to 
distribute information about WIC to enrolled 
families. 

• This does not apply to Outside-school hour 
programs or Adult programs. 

• See WIC flyer in May packet. 
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Record Retention 

• All records must be COMPLETE and on site for the 
current year. (Hard copy or electronic) 

• Deductions will be made if the last 12 months of 
records are not on-site. 

• Off-site storage? Must be stated on the 
application. 

• Keep for 3 years after submission of the final      
 claim for the fiscal year.  
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Records to Keep 

• Claims 

• Claim worksheets 

• Enrollment forms 

• Income eligibility forms 

• Meal count sheets 

• Meal production records 
(regular & infant) 

• Receipts for expenditures 

• Attendance records (times  

           in/out) 
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Attendance Records 

• NDE will be comparing your time-in and time-
out records against your child care subsidy 
attendance records 

• Any discrepancies will be reported to the 
appropriate DHHS officials 

 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 

Record Keeping in At-Risk 
Afterschool 

• After-school snacks & suppers in low-income areas 
for school-age children 

• Approved site 

– Determination by NDE staff only 

• At-risk meals/snacks claimed ONLY during school 
year AFTER school and on non-school days 

• Facility must provide an enrichment/educational 
activity for all children in attendance 

               *See At-risk Handbook p. 15 for further clarification of                          
  eligibility 
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Record Keeping in At-Risk 
Afterschool 

• Track at-risk meals/snacks separately from 
regular meals/snacks – different Blue & White 
sheets 

• Meal counts must be completed DAILY for 
each meal service 

• DAILY attendance or DAILY roster 

• Daily production records 
**At-risk guidance booklet 
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At-Risk Afterschool Meals 

• Do not enter “regular” meals in the At-risk section of 
the claim 
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NDE’s typical drop-in visits 

• Meal production records completed through most 
current meal OR delivery tickets from vendor 

• Meal count records that are up-to-date 

• Time in/Time out attendance records 

• Infant production records through most current meal 

• Income Eligibility Forms are in secure location 

• View how and where old records are stored 

• Complaint visits may require more in-depth        
   investigation 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 

Corrective Action Plans 

• Reasons for CAP 
– 10% finding error (production records, IEFs, 

enrollments, infant records) 

– Failing to meet non-profit food service status 

– Purchasing poor-quality foods; non-compliant meals 

– Not following management plan/application (staff 
training, site visits) 

– Failure to meet deadlines 

– Repeated findings from previous reviews 

Not an all-inclusive list! 
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Corrective Action Plans 

• When corrective action is required: 

– Written documentation 

• What: identify the finding(s) 

• When: provide timeline for implementing procedure for 
correction 

• Where: will the CAP be retained? 

• How: will staff and facilities be informed of new policies, 
procedures?  
– Handbooks, trainings, etc. 

• Who: personnel responsible for correcting the findings 
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CAP Handout 
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Corrective Action Plans 

• Fail to comply with CAP? 

– May be declared Seriously Deficient  

• Records are STILL not in compliance after serious 
deficiency determination?  

• Termination 

• Placement on the National Disqualified List 

• Pay back reimbursement for period of missing 
records 
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Food Service Contracts 

• Documentation: complete and submit 
Attachment  A & B 

– Type of procurement 

– Name all vendors contacted, the amount of each 
bid & the date of each bid 

– Can renew contract 4 times (after 5 years must 
receive new bids) 

– Contracts over $50,000 must be approved by 
NDE prior to being signed by program 
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Food Service Contracts 
• Pay your vendor according to contract 

 

• Ensure delivery slips are complete 

– Dates, food quantity & components 

– CN labels & recipes available upon request 
 

• Must notify NDE if you switch from self-prep to 
a vendor or vise versa. 

– Revise your online application 

– Notify in writing (fax, email, letter) 
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Civil Rights 
Centers are required to: 

•  Collect racial and ethnic information 

• Submit racial and ethnic data. 

• Report aggregate data on their application 
each year 

• Provide Civil Rights training to staff  
 

For further information refer to NDE website: 
www.education.ne.gov/ns  

  

http://www.education.ne.gov/ns
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Civil Rights 

• If a participant is biracial or multi-racial, they 
may mark all applicable categories. 

• When compiling data, these participants are 
counted in each of the categories. 

• Aggregate totals may be more than your total 
enrollment. 

• Programs are responsible to provide  
information of Civil Rights to families. 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 

Civil Rights 
You may not deny program services or separate 

participants in these categories: (handout March 20, 

2015) 

• Race 

• Color 

• National Origin 

• Sex 

• Age 

• Disability 
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And Justice for All 

This poster must be 
displayed in each 
center. 
 

If you have anything 
other than this, take 
it down. 
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Participant Privacy 

• Do not email documents with confidential 
information 
– DOB, social security number, etc. 

 

• Ask NDE Staff for guidance 
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• You must train your staff on CACFP 
requirements  

• Follow the management plan YOU made 

Management Plans: Staff Training 
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• Training MUST be documented 

– Date 

– Attendance 

– Topics covered 

 

• NDE sessions do not fulfill requirement for 
YOU to train YOUR staff 

Management Plans: Staff Training 
handout 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 

Management Plan: Site Reviews 

• Remember: 3, 2, 1 

– 3 site reviews each fiscal year 

– 2 unannounced 

– 1 must observe a meal service 
 

• 5-day reconciliation  

• No more than 6 months apart 

• NEW form in May packet 
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• Visits should be conducted according to 
management plan submitted 

• Document the visit on the NEW site review form 

 

 

Management Plan: Site Reviews 
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DOOR 
PRIZE 
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Crediting Handbook 

• Use with Food Buying Guide 

• Creditable foods: 

– Foods counted toward meal pattern requirements 

• Non-creditable foods: 

– Foods that do not count toward meal pattern but 
do provide calories and nutrients 

• e.g. eggs served at breakfast 
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Child Nutrition (CN) Label 

• Food manufacturer identifies food product’s 
contribution to meal pattern requirements 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 

How to document CN label foods 

• 60 patties @ 2 oz meat, 1 oz grain/bread 

• 150 nuggets (3 nuggets = 1.5 oz meat, 1 oz 
grain/bread) 

• Recommend- make a copy of the CN label, 
take a picture of the CN label, attach the CN 
label to the menu production record 
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CN Label ≠ Nutritious 

Example: CN label states 3 fish sticks = 0.5 oz 
meat 
 

Q: How many fish sticks for a 1-year-old? 

A: 6 sticks!  
 

Q: How many fish sticks for a 6-year-old? 

A: 12 sticks! 
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Product Formulation Statement 

• Information sheet from food manufacturer 

• Detailed explanation of product content and 
amount of each ingredient by weight 

 

No CN Label?  

MUST HAVE Product Formulation Statement! 
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Standard of Identity 

• FDA standards for content, preparation and 
food labeling 
 

• Ingredients that foods must contain to be 
identified by that product name 

– Example: natural cheeses v. cheese products 
 

• For consumer protection: foods meet 
expectations of the buyer 
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Chicken Nuggets 
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Turkey bacon, combination foods and chicken 
nuggets MUST have CN label or Product 

Formulation Statement ( USDA Memo handout) 
Examples:  

– Meat sticks (summer 
sausage) 

– Meat sauce 

– Commercial pizza 

– Polish sausage, other 
sausage 

– Salami 

 

 

 

– Pot pies 

– Pizza 

– Ravioli 

– Burritos 

– Corndogs 

– Fish sticks 
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Hot dogs and 
bologna must not 
contain 
byproducts, cereal 
or extenders. 

 

Extenders add 
“bulk” to foods 
without same 
nutritional value. 
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• No artificial flavors, colors, fillers or by-
products  

Hot Dogs 

Note “all beef” 
on the menu 
production 
record 
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Byproducts, Cereals & Extenders 

• Cereal 

• Soy protein 
concentrate* 

• Isolated soy protein* 

• Sodium caseinate 

• Starchy vegetable flour 

• Vegetable starch 

• Dry or dried whey 

• Whey protein 
concentrate* 

• Dried milk 

• Soy flour* 

• Wheat gluten 

• Tapioca dextrin 

 
*indicates Alternate Protein Product – 
may be OK but not all created “equal” so 
MUST obtain product specification 
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• Must be 1% or skim for children 2 
years and older 
 

• Whole is recommended for children 
1 year old 

• Document milk type on meal 
production record 

Milk 
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• NO water or juice in 
lieu of milk. EVER. 
 

• Only approved 
substitutes are 
creditable.  
 

• See handout 

 

Milk Substitutes 
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What About Water? 

• Required that water be available 

• NOT meal pattern component 

• NOT take the place of milk in meal 
pattern 

• May be offered in addition to fluid 
milk at breakfast and lunch 
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Disability 

 

Intolerance 

 

Parent request 

Why Milk Substitutions? 
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Milk Substitute: 
Disability or Intolerance? 

• Part B or C on Medical 
Statement completed by 
participant’s physician 

• Physician will determine 
whether allergy/intolerance is 
disabling or not 

• Complete form in FULL 
• Food omitted, substitutes 

• Signature required 
•  Disability is a Civil Rights 
protected class               
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• Parent completes Part A of Medical Statement 

• Parent or center provides substitution 

 

Q: Is it okay for a parent to request whole milk for a 
child older than 2? 

A: NO 

 

 

 

 

 

Milk/Milk Substitute: 
Parent Request 
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Review 
Milk: What If? 

• No medical disability requiring alternate milk: 
center does NOT have to provide 

• Parent brings approved milk substitute: center 
may claim the meals 

• Parent requests water or juice: center MAY 
NOT claim 
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Need to Specify: 

• Type of fruit and vegetables – peaches, peas, etc. 
 

• Type of infant cereal – oats, rice, wheat, etc. 
 

• Breast milk or formula – prepare only the amount 
of breast milk the baby usually drinks at one 
feeding 
 

• Amount prepared, not consumed 

 

 

Infant Menu Reminders 

https://creativecommons.org/ 
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• Foods not creditable include: 
Hot dogs  

 Fish sticks 

Nuggets (includes breaded chicken patty) 

Combination commercial (jar) baby dinners  such as chicken 
and noodles 

 “Desserts” such as Hawaiian Delight, Peach cobbler… 
 

•  For Combination table foods (example: goulash) 

only the meat is creditable (specify type) 

 

 

Infant Menu Reminders 
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• Infant cereal is fortified with iron 

– Infant iron storage is depleted by ~6 months old 

– Introduce infant cereal at 6 months old to provide 
source of iron  

• Why is iron important: 

– Brain development 

– Prevent iron-deficiency anemia 

 

Infant Cereal: Not just 
carbohydrates 
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Centers MUST follow all rules and 
regulations to be eligible to 

participate. 

 
Federal Funds come with Federal/State 

Regulations 

CACFP is a Privilege 
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DOOR 
PRIZE 
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Production Records  
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Example 1 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 



Nebraska Department of Education Nutrition Services CACFP Spring 2015 

4th Meals? 


